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Step One: Go to website and login at:  http://wildlifedisease.nbii.gov/ai 
 

 
 
Figure 1- HEDDS Home Page. 
 
 
 
Step Two: Click on “User Access” on the Main Menu. 
 

 
 
Figure 2 – HEDDS Main Menu.  
 
 

Click on “User 
Access” 

Enter User Name 
and Password and 
click the “Login” 
button. 

How to Add Users to HEDDS 
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Step Three: Scroll down to the end of your group’s user list and click on the 
“Add New User” button.  
 

 

 
 
Figure 3 – HEDDS User List Screen. 
 
 
Step Four: Add new users by entering as much information as you know into the fields 
provided. The fields with the red asterisks are required.   
 

• Your users can edit the contact information at any time including modifying their 
password assigned by you.   

• To save the information and return to the User List Screen, click on the “Save User” 
button.   

 

 
 
Figure 4 – Add New User Screen. 
 
 

Click the “Save User” button 
to save the new user 
information and return to the 
User List screen. 

Click “Back to User List” 
button to return to 
previous screen. 

Click “Add 
New User” 
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Step Five:  Locate your new user on the User List Screen (listed alphabetically.)   
 

• Click the pencil icon to view/edit your user’s information such as contact 
information, user roles and password. 

 

 
 
Figure 5 – User List Screen. 
 
 
Step Six: Write down the User Name and Password you assigned to your user.  You will need to 
email this account information to them. 
 

 
 
Figure 6 – User Information and Roles Screen. 
 
 
 
 

Click the 
“pencil icon” to 
view/edit user 
information.

The User Name and 
Password will appear here.  
Keep record of them and 
email them to your new user 
so they can begin to use 
their account. 
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Step Seven: On the same page, you will select roles (level of access) for each of your new user 
by selecting “Yes” or “No” from the drop-down menu next to each role.   
 

• See detailed description for each role by clicking on the question mark icon next to 
the selection box. A help window will appear explaining each particular role.    

• Click the “Update Information” button to save the assigned user roles.  
 

 
 
Figure 6a - User Information and Roles Screen. 
 
User Role Definitions 
 
Data Administrator:  Data Administrators approve and create new users and assign roles to 
users who have access to the system (e.g. entry, edit, verification.).  They are also responsible for 
the individuals they give access to system. They are the primary contact for resolving problems 
with data submissions.   
 
Data entry:   The data entry role allows users to add unique animal/sample/test information to 
the database. Data entry roles also have access to upload local Excel worksheets into the System. 
 
Data edit:  The data editor can only edit unverified data that anyone in their agency has entered.   
 
Data verify:   The data verifier has permission to mark entries as verified, which declares that 
the data is valid, and ready for use in reports, maps and data summaries.  Data that is sent to 
HEDDS using the Excel worksheet is assumed to be verified. (Each agency using the worksheet 
has its own verification method.)    
 
Data view: The data view role allows users to view all the data entered into HEDDS by its 
contributing members, including access to browse, search, reports, and maps. (If needed in the 
future, this role can be divided into a high and low viewing resolution.) 

1) Click here to view a 
description of the given 
role or see description 
below.

2) Click here to select 
either “Yes” or “No” for 
the given role. 3) Click on “Update 

Information” to save 
the changes. 
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Shipment Tracking: The role allows users to access the HEDDS shipment tracking section (see 
Figure 7). This function allows users to input information about a shipment they are sending to 
the National Wildlife Health Center (NWHC), or to mark a package as arrived when it comes to 
the NWHC laboratory. 
 
**For more information refer to the “How to Add Shipment Tracking Information to HEDDS” 
reference. 
 

 
 
Figure 7 – Shipment Tracking Screen (top). 
 
 

 
 
Figure 7a – Shipment Tracking Screen (bottom). 
 
 
Contact Information 
 
For questions contact the HEDDS support staff:  
 
Barbara Nash 
  or 
Erica Schmitz 
(608) 270-2400 ext. 2332 
wdin@usgs.gov 

Web form to enter shipping 
information  

Past shipping information  

Warning! Any comments 
entered here will be visible 
to EVERYONE.  


